
 

Outstanding Commission Collection 

In the event you have a commission on your outstanding commission report for more than 60 days, 

there are steps you can take to track that commission down with the vendor. 
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Steps for Outstanding Commission Collection 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure you 
have an invoice

An invoice is the first step 
towards claiming your 

commission. 

If you booked a service outside 
ADX, you need to manually create 
an invoice in ADX for commission 

collection

Verify your 
Outstanding 
Commission 

Report

Access your Outstanding report  
via ADX and verify that all 
bookings listed have been 

traveled and you have not been 
paid

If anything needs to come off 
the report, reach out to 

finance.support@trip-arc.com

Verify the 
Unclaimed 

Commission 
Report

If commission came in and there 
was no invoice it goes on the 

unclaimed report. Reach out to 
finance.support@trip-arc.com to 

claim. 

Send a Supplier 
Invoice

Utilize the PDF 
templates 

available on the 
Intranet

https://adx.traveledge.com/resources/my-resources/accounting/supplier-invoicing


 

Make Sure You Have an Invoice 
 

If you booked your service in ADX, an invoice is automatically generated for your commission and sales 

tracking. These invoice numbers can be found on the Payments tab of your ADX reference all the way at 

the bottom.  

 

 

 

If you booked the service externally, make sure you have created an invoice to track the sales and 

commission. Invoices should be created at the time of booking and no later then the final payment to 

avoid commission payments ending up on the Unclaimed Report. If a payment comes into Travel Edge 

and there is no invoice, Finance will attribute the payment to unclaimed.  

For support with creating an invoice, you can follow the training available. If you go to create your 

invoice and find the vendor is not in ADX, you can follow the steps outlined in this document.  

 

 

 

 

https://rise.articulate.com/share/KR-Jf4_mkG2vcdn9rPTbHhy3JRxlDH8U#/
https://assets.travel-media.co/image/upload/v1711116482/traveledge/HQ/intranet/docs/Requesting_A_Vendor_to_be_Added_to_ADX.pdf


 

Verify your Outstanding Commission Report 
 

It is important to verify your Outstanding Commission report, to remove any bookings that were 

cancelled or not traveled, and you are not anticipating receiving commission.  

 

 Access your Outstanding Commission Report 
 

Log into ADX and in the header at the top, right-hand corner you’ll see your name. Click on your name 

and click Reports.  

 

 

 

You will be automatically logged into the reporting tool. Once you’re logged in, you’re going to select 

your Outstanding Commission Report.  

 



 

 

 

Your Outstanding Commission Report displays all invoiced sales that Travel Edge has not received a 

commission payment for yet. If you review this report and find any bookings that were not traveled and 

are not owed commission on, you can cancel the invoice. If you created the invoice in ADX, you can 

cancel the invoice yourself. Locate the trip in ADX and in the actions list on the service select cancel:  

 

 

 



 

If you created the invoice anywhere else, please reach out to finance.support@trip-arc.com with the 

invoice number to cancel the invoice.  If you don’t see a sale on the Outstanding Commission Report 

then make sure you have an invoice.  

Verify the Unclaimed Commission Report 
 

If the travel was more than 60 days in the past, you’ll want to check the Unclaimed Commission Report 

prior to reaching out for assistance.  

Try to make it a monthly habit to check the Unclaimed Commission Report - Mark it on your calendar or 

set an alert.  

Even if you've already invoiced a particular booking and it is on your ‘Outstanding Commission’ Report, 

monies may have been posted as Unclaimed for various reasons (e.g., supplier or client name not 

matching, commission amount different from invoice total, etc.) 

Accessing The Report 
 

1) Login to ADX.  

2) Click on your name in the top right corner, then click on ‘Reports’.  

 

 

 

 

mailto:finance.support@trip-arc.com


 

3) Once your screen refreshes, click on ‘Unclaimed Commission.’ 

  

 

 

4) The easiest way to manage the report is to download it to Excel and use Filters.  

 

 

 

 



 

After downloading and opening, if a yellow bar at the top appears in the excel, click in ‘Enable Editing’.  

 

 

 

You can now use filters to help you search.  

Using Filters 
 

1) You will notice downward arrows in the black bar for each heading.  

 

 

 

 

 

 

 

 



 

2) You can use these to search filter and search.  

 

Ex. Click on the arrow down under ‘Vendor’. In the ‘Search’ box, type your vendor name, then ‘OK’. In 

the example below, I am using Manulife. Everything under Manulife now appears.  

 

 

 

You can further filter by clicking on the ‘Confirmation’ arrow or Passenger name 

 

 

 

In the ‘Search Box’ type your policy #. Now only that policy information appears. If no information 

shows, it is not on the Unclaimed Commission Report, and you can follow up with the Supplier.   

 

 

 

 

 

 

 

 



 

Claiming Commission From the Unclaimed Commission Report 
 

If you have not done an Invoice in ADX (or Client Base, or Sabre if you do not invoice in ADX) yet, you will 

have to complete one before sending an email to Finance.  

If you have found multiple Unclaimed Commissions, you can send them in the same email to Finance. 

You don’t have to send a separate email for each one. I find it helpful to do an excel sheet for multiple 

entries to send to Finance. Your spreadsheet can look like this:  

 

 

 

What do you do with that information now? Email it to finance.support@trip-arc.com.  

Using the information we found from our search, your email will read:  

Dear Finance,  

 

 

Can you please move the Manulife Insurance commission for passenger Pachis located on the Unclaimed 

Commission Report under Invoice #5647 over to Invoice # (add your invoice number). 

 If you invoice in Client Base or Sabre, add your Invoice # from there.  

 

 

 

 

 

 

mailto:finance.support@trip-arc.com


 

Supplier Commission Invoice 
 

If you did not find your commission on the Unclaimed Report your next step is to reach out to the 

supplier. Supplier / Vendors will sometimes request a Supplier Commission Invoice to pay out your 

commission owing on a reservation. This is also a good document to give a Supplier a slight ‘nudge’ or 

‘reminder’ the commission is still outstanding after some time.  

The invoice they require is located on the Intranet at: https://adx.traveledge.com/resources/my-

resources/accounting/supplier-invoicing 

 

 

 

Select the office you are attached to, and a fillable PDF form will appear. Fill in your information.  

 

https://adx.traveledge.com/resources/my-resources/accounting/supplier-invoicing
https://adx.traveledge.com/resources/my-resources/accounting/supplier-invoicing


 

 
 

Date: Date you are doing the commission invoice  

Agent Name: Your name  

Billing To: Supplier’s Full Address 

Reservation Details:  

a. Type: ‘I’ for Invoice 

b. Invoice #: The invoice # you created in ADX, Client Base or Sabre. This is so Finance knows where 

to put the funds when it arrives.  

c. Confirmation #: Booking number with the Supplier.  

d. Guest Name: Your client’s name.  



 

e. Travel Dates:  Dates your client travelled.  

f. Currency: Currency the reservation was made in.  

g. Total Amount: Total cost of the reservation.  

h. Commission Amount: Amount you are expecting in commission.  

i. Amount Due: Total amount of commission for this invoice. (If you have multiple reservations 

with the same supplier, you can add more than one booking in the ‘Reservation Details’ section. 

Put the total of all the commission you are expecting in ‘Amount Due’.  

 

1) Now that you have your Commission Invoice all filled in you will have to save so you can email to 

the Supplier. The easiest way of doing this is to click on ‘PRINT FORM’ at the bottom of the page.  

 

 

 
 

 

2) Depending on the computer you have this part may look a little different.  Change your printer 

to ‘Save as PDF’.  

 

 
 

3) Save the Invoice you created to your Documents or to your Desktop.  

 

4) Open your email, attach your invoice for forward on to the Supplier.  

 

*Note:  
 

➢ The Commission Invoice has all Travel Edge’s banking information the supplier needs located at 

the bottom.  

➢ We recommend you keep a folder on my Desktop with the Commission Invoices I completed 

until they are paid.  
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